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Procedures and Guidelines

Title: ISSUE AND MANAGEMENT OF GSFC ENGINEERING DRAWING NUMBERS

1 PURPOSE The purpose of this PG is to establish procedures for the issue and control of
engineering drawing numbers and engineering orders (EOs) at GSFC, and for the management of
information about engineering drawings.

2 REFERENCES

GPG-1440.7 Control of Quality Records
GPG-8700.2 Design Development
GDIS Web Site at http://ddmserv.gsfc.nasa.gov/gdis

3 SCOPE Under ISO 9001, engineering drawings are considered Quality Records, and must be
properly controlled. Accordingly, this Procedural Guideline (PG) applies to all engineering
drawings for which GSFC-controlled numbers are issued and to all revisions to these drawings. It
also applies to engineering order (EO) numbers for EOs written against these drawings.

4 DEFINITIONS
a. Goddard Drawing Information System (GDIS). A Web-based data processing system that

provides a central location for the issuance of drawing numbers, and to search for and display
information about these drawings. The GDIS will also be the single point of contact for issuance
of new revision letters for issued drawing numbers and for issuance of Engineering Order (EO)
numbers for these drawings.

b. Engineering Order (EO). A formal document that both requests and documents a change to a
released, controlled drawing.

5 AUTHORITIES & RESPONSIBILITIES The GDIS is maintained and operated by the
Applied Engineering and Technology Directorate (AETD). All GSFC personnel, both civil servant
and contractor, are responsible for adherence to this procedure in accordance with applicable
GPGs. For GSFC Projects, Divisions/Engineering Centers or Branches with existing
Configuration Management (CM) organizations, these CM offices may be the central points of
contact for access to the GDIS by these organizations. Individuals or CM organizations
requesting a block of drawing numbers from the GDIS explicitly agree to provide the information
specified below.

5.1 The GDIS shall be the single point for issuance of drawing numbers for any drawings to be
produced by GSFC or for GSFC by support contractors. To provide control over the number and
size of issued blocks, requests for blocks of more than 100 drawing numbers must be approved by
the AETD. Personnel authorized to access the GDIS for issuance of drawing numbers shall be
limited to individuals with a current entry in the GSFC LISTS database (i.e. GSFC badge
holders).

http://ddmserv.gsfc.nasa.gov/gdis
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5.1.1 To obtain a block of GSFC engineering drawing numbers from the GDIS, users will access the
system at the GDIS Web address: http://ddmserv.gsfc.nasa.gov/gdis. To ensure adequate security,
users must log in to the GDIS. User IDs and passwords may be obtained via a link on the GDIS
Main Menu. Once logged in, a block of numbers may be requested by selecting the appropriate
link from the GDIS main menu.

5.1.2 On the “request number block” page of the GDIS, users designate the size of the requested block,
and must supply a Project name for the requested number(s). Default block sizes that may be
requested are 10, 25, 50 or 100 drawing numbers. Larger blocks may be requested, but the GDIS
Administrator must approve these requests. In addition, other optional information may be
entered at this time. Optional information includes a Payload name and an optional Subsystem
name.

5.1.3 Users may access the GDIS at any time after issuance of a block of numbers to update records for
these blocks. Records will be updated by logging in to GDIS and following the “update drawing
record(s)” link. Information that must be added to the GDIS includes a drawing title (when
determined), and a URL for a Web site where the electronic CAD file is stored or an e-mail
address for the "owner" of non-CAD drawings.

5.1.4 If there is a CM organization responsible for a requested block of drawing numbers, the URL
must link to either the Web page of that CM organization or an e-mail address for a point of
contact in that CM organization. If there is no CM organization responsible for the block, the
engineer/designer or another designated individual will be the point of contact. If desired, the
engineer/designer may submit the electronic drawing files or hard copies of non-electronic
drawings to the GDIS Administrator. Drawing files or scanned images of non-electronic drawings
will then be stored on the GDIS server to allow centralized access.

5.2 For all drawing numbers issued by GDIS, the GDIS shall be used for the issuance of EO numbers
for EOs written against these drawings. The GDIS will not be responsible for control or approval
of these EOs, however the system must be used to obtain the EO numbers.

5.2.1 EO numbers issued by GDIS will be sequential, beginning at 1 for each drawing number. To
obtain an EO number for a GDIS-issued drawing number, users will access the GDIS and follow
the “request EO number” link. Information required prior to issuance of an EO number includes
the drawing number and revision level against which the EO is written, the name of the EO
originator, and the issue date of the EO. After incorporation of the EO, users must post
information about the new revision, and must update the GDIS record to reflect the EO
incorporation date.

5.3 For all drawing numbers issued by GDIS, revision levels must be posted to the GDIS. Drawings
may be revised at any time after issuance of an EO number, however, information on these
revisions must be posted to GDIS after issuance of the revision.

5.3.1 To post notification of a drawing revision to GDIS-issued drawing numbers, users will access the
GDIS and follow the “add a revision” link. Information that must be posted for each revision
includes the revision level and revision date.

http://ddmserv.gsfc.nasa.gov/gdis
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5.4 The GDIS shall be a central database for GSFC engineering drawing information. The GDIS
provides search pages allowing users to view all drawing and EO records, and current revision
levels of these drawings. In addition, the URL or e-mail address required in 5.1.3 will provide a
link to the appropriate Web site or drawing “owner.”

6 IMPLEMENTATION Detailed instructions on the use of the GDIS will be published on
the GDIS Web page at URL http://ddmserv.gsfc.nasa.gov/gdis. Should this URL change prior to
a revision of this document, a link will be provided to the new location. Points of contact for
comments on the Web page functionality and stored data will also be available on the page.

http://ddmserv.gsfc.nasa.gov/gdis
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